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P E R F O R M A N C E  S E R I E S  
 

T E S T  M A N A G E M E N T   
 

 
 
Section 1: Login to Performance Series  
 

1. Open an Internet browser, such as Windows Explorer. 

2. Go to http://www.edperformance.com/ .  Then click the Admin Login button. 

 

3. Enter your top level Site ID, Staff ID and Password. Then click the Login button. 
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Section 2:  Schedule Testing 

1. From the Top Level Home Page, click the  (Performance Tests) tab. 

 

2. To turn testing on or off, select Testing On/Off under the Schedule Testing menu. 

 
 

3. Choose either Testing On:  Allow all testing or Testing Off:  Allow no testing.   

 

 
 

4. Only Location Controllers may view the testing periods from either the District or 

School/Building Site in order to select Change Testing Periods under the 

Schedule Testing menu. 
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5. Only Location Controller may view the Location details of the site, where you can 

change the testing periods, select Change Testing Periods under the Testing 
Periods menu. 

 
 

6. Select Edit to the right of the School Year for which you want to change the testing 

period(s). 

7. Change the testing period(s), and then click the  button to save the 

changes. 
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9.  Verify the changes.  Then click the   button. 

 
 

 
Section 3:  Testing Accommodations 

1. From the School/Building Home Page, click the  (Site Admin) tab. 

 

2. Click Search under the Students menu to search for a student who needs testing 

accommodations.   

 
 

3.  Enter part of the student’s name and click the (Search) button. 

 
 

 

 

 

 



 
 

Scantron Professional Development © July 2005                                         TEST MANAGEMENT                  5 

P E R F O R M A N C E  S E R I E S
T E S T  

T E S T  M A N A G E M E N T
 

4. Click on the student’s name for whom you want to make testing accommodations. 

 
 

5. Select Edit Student under the Student tab.  

 
 

6.  Choose the modified grade levels by subject area to change the starting point of  

          each test. 

 
 

 
Section 4:  Testing Status Reports 

1. From the School/Building Home Page, click the  (Performance         

(Tests) tab. 
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2. The Testing Status Reports monitor the status of student testing.   
 

 
 

3. Select Unfinished and Inactive Tests to view tests that have been paused.  

 

4. Select Tests Completed This Week to view tests that have been completed in the 

past week. 

 

5. Select Students Tested this Testing Period to view tests that have completed in 

the current Testing Period. 

 

6.  Select Students Testing During Time Frame to view a specific list of students who 

have been tested during a user defined time frame.  

a.  Ent`er the Date Range for the Time Frame and click the  button. 

       
 

 

 

 

 

 

 



 
 

Scantron Professional Development © July 2005                                         TEST MANAGEMENT                  7 

P E R F O R M A N C E  S E R I E S
T E S T  

T E S T  M A N A G E M E N T
 

b.  Review the Testing Data and either click the  button to change the   

      time frame, or click the  button to close.     

        

 
 

7. Select Spoiled Tests to view a specific list of tests that have been spoiled for one 

of a variety of reasons; spoiled by staff, spoiled due to inactivity, spoiled due to 

testing irregularities. 

 
 

 


